
Code of Conduct 

Career Development and Facilitation Cell 

 

Objective : This document lays down the administrative and operational processes involved in             

the transparent and smooth functioning of the Career Development and Facilitation Cell            

(CDFC). It communicates to all stakeholders the processes, guidelines and accountability           

matrix for the placement process.  

 

Constitution of the CDFC Student Core Committee 

 

The CDFC Student Core Committee shall be appointed at the beginning of the academic              

year through a democratic and transparent process, in consultation with the placement            

faculty coordinator and the Dean of the School.  

 

The role of the CDFC is to facilitate the placement process, striving for the provision of the                 

maximum number of opportunities for the maximum number of students.  

 

1. Definitions 

1.1. Student Member means any student from the Mumbai Campus of the Tata            

Institute of Social Sciences (the “institute”), who is a member of the CDFC.             

Herein referred to as “Student”. They have paid the CDFC fee, and have opted              

for this membership voluntarily.  

1.2. Faculty Placement Co-ordinator means a faculty member from individual         

school/independent center representing the same in the CDFC. The faculty          

coordinator is nominated by the Dean of the same.  

1.3. Placement Officer means any officer appointed by the institute for          

overseeing the CDFC activities.  

 



1.4. CDFC Student Representative means a chosen student representative from         

individual school/independent center/student body in the CDFC. The CDFC         

Student Representative will represent the individual school/independent       

center/student body in the decisions/representation taken/done by the        

CDFC Student Committee at the behest of the students. Each School will have             

one student representative.Herein referred to as the “Representative”. 

1.5. CDFC Student Committee means the committee formed consisting of all          

student representatives from individual school/independent center/student      

body in the CDFC. Herein referred to as the “Core Committee”. 

1.6. Student Facilitator means the student in-charge of the on-campus         

placement process for a given Organisation. 

 

Roles and Responsibilities 

2. CDFC Student Representative, herein referred to as the “Representative” 

2.1. Is empowered to take decisions regarding placement processes,        

communications on the behalf of individual school/independent       

center/student body. 

2.2. Shall facilitate placement activities, and optimise the number of         

organisations interested in hiring from the Institute.  

2.3. Shall also try to engage with external organisations and facilitate          

opportunities for industry-student connect.  

2.4. Shall use only the official communication channel to communicate with          

prospective employers as well as students. (cdfc@tiss.edu,       

tisscpc.wordpress.com) 

2.5. Shall communicate to the students all decisions and processes taken jointly           

by the Core Committee through official channels as specified for each           

individual school/centre/student body. 

2.6. Shall inform the Faculty Coordinator and Dean (marked copy to Placement           

Coordinator) of all CDFC activities.  
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2.7. Shall inform the Placement Officer with respect to the inputs from the            

Students they represent, their Faculty Coordinator and Dean. 

2.8. Shall inform the Core Committee with respect to the inputs from the Students             

they represent, their Faculty Coordinator and Dean. 

Conduct 

2.9. Shall maintain highest degree of transparency and ethical conduct at all times            

during the placement process. 

2.10. Shall foster and maintain an open attitude toward all students and will not             

display or engage in discriminatory behavior or values or other behavior           

deemed unprofessional.  

2.11. Shall maintain accuracy, reliability and promptness in communicating with         

prospective employers and students. 

Operational Responsibilities 

2.12. During placement activities, the Student Representative shall be responsible         

for communicating to the individual school/independent center/student       

body the schedule and the process for the same. (For example, Organisation            

Details, Pre-Placement Talk Details, Resume Details etc.) 

2.13. In case an representative wants to leave/resign from the CDFC duties. They            

will do so in line with the School’s policy. They will inform the core              

committee and the training and Placement officer with the effective date. It is             

expected and understood that the information shared with them during their           

tenure will not be used for personal/school/program level benefit. If found in            

violation of the aforementioned the said member will be barred from any            

further placement support through the CDFC. 

2.14. The resigning student representative shall brief the incoming student         

representative from their school/independent center/student body      

regarding the activities of the CDFC before the later joins the Core            

Committee. 



2.15. Will communicate with the Core Committee regarding the issues raised by           

the constituent students from their school/independent center/student       

body. 

 

 

 

 

3. Student Members, herein referred to as “student(s)” 

3.1. Is a voluntary participant in the placement in the process and is eligible to              

participate in all CDFC activities unless otherwise stated. 

3.2. Shall ensure that they respect the rules and guidelines of the CDFC.  

 

Operational (Placement Related) 

3.3. While the Representative, Faculty Coordinator and Placement Officer will         

facilitate the employment opportunities, the placement is the individual         

student’s responsibility.  

3.4. Is responsible for any and all the data they provide. In case it is brought to                

the notice of the Core Committee that a student has provided false data or              

misrepresented facts, then the committee may decide to debarr the student           

from the ongoing placement process till such time a decision has been taken. 

3.5. In case an organisation is provided false incorrect information and the           

organisation rescinds the offer, the core committee will not be responsible           

for the same.  

3.6. Will submit necessary documents within prescribed deadlines. Operational        

deadlines set by the CDFC at the behest of the organisation are final and              

binding.  

3.7. Shall be responsible for carrying their own copies of the documents (as well             

as stationery and other required materials) for the placement process.  



3.8. It is the responsibility of the students to submit relevant personal details for             

CDFC master data. In case of any changes, the student shall write an email to               

the Representative/Faculty Coordinator informing about the same. In case of          

a change in email ID, it is the students’ responsibility to subscribe to all              

communication channels.  

3.9. Is advised to write an email to the Representative, marking a copy to the              

Faculty Coordinator and the Placement Officer.  

Conduct 

3.10. Shall be dressed professionally during all placement activities.  

3.11. Shall act at all times in an ethical, professional and appropriate manner with             

self-discipline and respect for rights and privileges of fellow students and in            

accordance with this Code of Conduct. 

3.12. Shall carry out all placement related activities honestly, fairly, and accurately           

so as to maintain good relations with the chosen prospective employer. 

 

4. Faculty Coordinator 

4.1. The Faculty Coordinator is nominated from the school to represent the           

interest of the school and the programs in the CDFC governance body. 

4.2. The Faculty Coordinator is made aware of the key decisions taken in the             

CDFC team by the Core Student Committee member representing the school.  

4.3. In case any enrolled student of a particular program in a school/independent            

centre has concerns regarding the process followed during the placement          

process, they will approach the Faculty Coordinator for guidance in case the            

same has not been sufficiently resolved by the Student Representative.  

 

5. Officer, Training and Placements, herein referred to as the Placement Officer 

5.1. Is designated by the institute to interact with the internal and external            

stakeholders (internal= students, external= organisations) in order to        

organise career opportunities.  



5.2. The Placement Officer will facilitate the placement process with the          

assistance of the student representatives.  

 

6. Student Facilitator 

6.1. The Student Facilitator is responsible for the operations on-campus on the           

day of the placement for a given Organisation.  

6.2. Will be assigned two volunteers for the fulfillment of the same.  

6.3. Is responsible for recording the attendance of the students participating in           

the placement process.  

 

Processes 

 

7. Pre-Placement 

7.1. The Core Committee will endeavour to invite the maximum possible number           

of Organisations to hire from the Institute.  

7.2. A Placement Calendar will be released 2 days before the first day of the              

Placements Phase - I on the website tisscpc.wordpress.com.  

7.2.1. This calendar will contain the Organisation Details, Date of Visiting          

Campus, Job Role, Compensation and Logistic Details. These details         

are subject to the provision of such data from the Organisation.  

7.2.2. No student will connect with the organisation on a personal basis, in            

case a student is found to do so, they will be debarred from the              

Placement Process.  

7.2.3. The Core Committee will endeavour to provide all logistic details          

(Venue, Date, Time etc.) in advance for the convenience of the           

students. However, in case of changes, the same will be uploaded on            

the website and students are expected to monitor the same.  

7.2.4. The Representative or the Core Committee shall not be responsible          

for sharing these updates on an individual basis to the Students.  
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7.2.5. All operational/logistical communications regarding the placements      

will be communicated on the website tisscpc.wordpress.com .  

7.3. Phases 

7.3.1. The first phase of placements will take place on the 7th to the 14th of               

January, 2019. 

7.3.2. The second phase of placements will take place in March, given such a             

placement drive is required.  

 

8. During Placement 

8.1. Post receipt of organisation details on the websites, interested students are           

expected to fill up “Expression of Interest” (on the website itself) to share             

their interest in attending and participating in the Selection process.  

8.2. Registration/Filling of EoI within the mentioned time-line is mandatory for          

participating in the placement process for a given Organisation. Incase a           

student does not fill the EoI , they will not be eligible to participate in the                

process 

8.3. Students are expected to reach the placement venue at the time           

communicated to them and no late arrivals ( beyond 10 minutes of the stated              

time ) will be allowed inside the venue .The decision of the Student             

Facilitator will be final and students are requested not to argue or misbehave             

with them.  

8.4. A participant student is expected to be present at the said venue for the              

entire placement process. 

8.5. Incase the student is absent during any part of the process and their             

candidature is called out for and is found missing , the student automatically             

forfeits his eligibility. No discussions will be entertained in this regards.  

8.6. The Students in their personal capacity are advised to not interact with the             

representatives from the Organisation during the on-campus placement        

process. In case they have any concerns, clarifications, doubts etc , they may             
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approach their Representative, the Student Facilitator, the Volunteers, the         

Placement Officer or the Faculty Coordinator in that order of preference.           

Incase any student is found deviating from this , the student would be             

debarred from the placement process for the given Organisation. 

8.7. Attendance will recorded at every stage of the placement process. In case a             

student does not mark attendance for a stage, they will be marked as “not              

interested” for the given Organisation.  

8.8. The attendance in person for the entire selection process is the sole            

responsibility of the student, the Student Facilitator/Volunteer or any person          

involved directly/indirectly in the placement process is not liable for the           

same.  

8.9. A student may attend a PPT and decide not to engage in the process for the                

given organisation. In such a case, they must communicate this decision to            

the Student Facilitator for the organisation before the commencement of the           

next stage of the placement process for that organisation. The volunteer will            

cancel the name of the student on the attendance sheet.  

8.10. In the event the student decides to participate in the process post the PPT              

and during any stage of the selection process and chooses not to advance             

their candidature, they have the right to do so. However they must inform             

Student Facilitator/volunteer for the given organisation at the venue so their           

name is struck off the attendance sheet for the given organisation.  

8.11. Students are encouraged to review the job description, organisational details          

and apply to the organisations of their interest, as per the eligibility criteria             

set by the Organisation. 

8.12. The CDFC shall endeavor to obtain from the Organisation the relevant :  

8.12.1. Job Description 

8.12.2. Locations 

8.12.3. Job Titles 

8.12.4. Number of Positions 



8.12.5. Type of Employment 

8.12.6. Compensation 

8.12.7. Eligibility Criteria 

8.13. In case a student has questions relating to the above, the student may share it               

with the organisation during the pre-placement talk. However, negotiation         

with respect to compensation is strictly forbidden during PPT. 

8.14. In case a student has any concern during the placement process (after the             

PPT) the student is advised to share the same with the Student Facilitator/             

their Representative/other Core Committee Members or the Placement        

Officer in that order of preference.  

8.15. Post Expression of Interest, it is mandatory that the student attends the Pre             

Placement Talk. Only students who attend the PPT will be allowed           

to/considered eligible to participate in the placement process. No exceptions          

will be made. 

8.16. The hiring organisation might indicate remuneration/salary as a fixed         

number or a range. The organisation will be bound by the same.  

8.16.1. In case a fixed compensation is indicated, no negotiation will be           

carried out / not be allowed.  

8.16.2. In case a range is indicated, and the organisation makes an offer equal             

to or more than the minimum salary indicated, the student will be            

deemed placed. 

8.16.3. Irrespective of a range or a fixed remuneration figure, the decision           

regarding the same made by the hiring authority on behalf of the            

given organisation is final. 

 

9. Withdrawal during the placement process for a given Organisation. 

9.1. Once a student completes the final stage of the selection process, they are             

requested to inform the CDFC immediately if they wish to opt out of the              

process for the particular firm so that the Organisation can be informed            



about the same. In addition to this, they are advised to write an email to their                

Representative, marking a copy to the Placement Officer        

(leela.banerjee@tiss.edu), Faculty Co-ordinator from their school and       

cdfc@tiss.edu citing the same. 

9.2. If they decide to do so, they will be deemed a dummy candidate, and the               

company will be asked to disregard them from the final list of selected and              

waitlisted candidates.  

9.3. A student may choose to withdraw immediately after the final round (i.e. opt to              

be a dummy candidate) three times in total.  

9.4. If the candidate does not notify the CDFC about their intention of opting out              

before the declaration of the results of the selection process, they will be             

considered candidates for selection/waitlisting.  

9.5. If the candidate does not opt to be a dummy candidate and is not extended an                

offer from a firm, he/she may continue to sit for selection stages of other              

firms until an offer is made.  

9.6. In case of having used the opt-out clause to become a dummy candidate             

thrice, the student will be considered a candidate for selection/waitlisting,          

and will be considered placed automatically and therefore out of the central            

placement process whenever an offer is extended to them (irrespective of           

acceptance/rejection).  

 

10. In case an offer is extended to a candidate 

10.1. Once the student has received/is selected for a job offer from a participating             

organisation via the CDFC, they shall be deemed placed and hence will no             

longer be a part of the available student pool (deemed placement is defined             

as a student receiving an offer from an organisation, irrespective of their            

acceptance/rejection of the offer). 

10.2. With respect to the organisation making an offer to the candidate, the            

student must inform , via an email Representative marking a copy to the             
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Placement Officer (leela.banerjee@tiss.edu), Faculty Co-ordinator from their       

school and cdfc@tiss.edu the decision to accept or reject the offer within 24             

hours or the deadline intimated by the organization, whichever is shorter.  

10.3. If the student does not communicate an acceptance/rejection of the job offer            

within the stipulated time , it is considered that they have rejected the offer,              

and the offer is extended to the student highest on the waitlist.  

10.4. In case the Organisation defers sharing results immediately and choses to           

communicate the same at a later date, the CDFC team will be in continuous              

touch with the Organisation and communicate the results as soon as they            

receive the same.  

10.5. On receipt of the result, and communication of the same via           

tisscpc.wordpress.com, clause 9.2.3 will apply.  

10.6. Any candidate who has been extended an offer, and has accepted, is            

automatically taken off of any waitlists they may have been on.  

10.7. If the student rejects the offer, they are out of the central placement process,              

and the offer is extended to the student highest on the waitlist.  

10.8. In case of being waitlisted, the candidate may continue to appear for            

interviews/selection stages for other companies unless they move from         

being waitlisted to being extended an offer.  

10.9. If an offer is extended to them, i.e. they move out of the waitlist, then the                

candidate is considered placed irrespective of their rejection/acceptance of         

the offer.  

10.10. In case of being extended an offer after being waitlisted, if the candidate             

rejects the offer, he/she is not eligible to appear for any more rounds for any               

other companies. However, he/she may accept an offer from an interview           

they appeared for previously (and have not rejected/opted to be dummy           

candidate) or for a firm that had previously waitlisted them but not made an              

offer. 
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10.11. A student shall not request any prospective employer to keep a job offer             

pending, beyond the time-line specified by the employer (as informed          

through CDFC). This will result in immediate debarring of the student from            

the placement process.  

10.12. Any development regarding final offer from a prospective employer and          

acceptance or rejection of the offer shall be promptly intimated to the CDFC             

.In case of selection, the student shall have to confirm their acceptance or             

rejection of the job offer within 48 hours or the deadline specified by the              

organisation, whichever is earlier.  

 

11. Power to Amend 

11.1. CDFC may, in consultation with the Placement Coordinator, amend the COC           

depending on needs and circumstance.  

12. Communication 

12.1. All communication from the CDFC to the students will take place via the             

CDFC wordpress website tisscpc.wordpress.com. 

12.2. All communication from the students to the CDFC will take place via e-mail to              

the Student Representative, marking a copy to the Placement Officer          

(leela.banerjee@tiss.edu), Faculty Coordinator from their school and       

cdfc@tiss.edu. 

13. Grievance 

13.1. Students part of the central placement process may raise any disagreements           

or concerns regarding the COC to their school CDFC representatives within           

three working days of the final copy of the COC being updated on the website.  

13.2. The declaration in the COC is binding if no such issues are raised during the               

stipulated period.  

13.3. Any grievances (post the three day deadline) relating to interpretation of           

rules will be referred the the grievance committee. 
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14. Declaration 

Students who are a part of the Central Placement Process agree to abide by the rules                

documented in this Code of Conduct. They agree to not provide any false information, and               

to intimate any changes in the provided information to the CDFC. Failure to do so may                

result in the student being debarred from the central placement process.  

 

The students must communicate any concerns or disagreements regarding the Code of            

Conduct to their school level CDFC representatives within three days of the document             

being made available to them. Absence to communicate any such concerns will imply that              

student accepts the terms of the document, and any failure to abide by the terms may result                 

in disqualification/debarment from the central placement process.  

 

 

Appendix - I : Contacts 

Name Role School/Centre
/Student Body 

Phone 
Number 

E-Mail 

Career 
Development and 
Facilitation Cell 

- - - cdfc@tiss.edu 

Ms. Leela Banerjee Officer, Training 
and Placements 

TISS-Mumbai +91 22 25 525 906 leela.banerjee@tis
s.edu 

Diana Thomas Student 
Representative 

School of Social 
Work 

+91 9953 958 505 diana.lizabeth.tho
mas@gmail.com 

Prof.Helarius Beck Faculty 
Coordinator 

School of Social 
Work 

 hbeck@tiss.edu 

Gaurav Mahto Student 
Representative 

Centre for Social 
Entrepreneurship, 
School of 
Management and 
Labour Studies 

+91 9523 335 856 connect01gaurav
@gmail.com 

Prof. Samapti Guha Faculty 
Coordinator 

Centre for Social 
Entrepreneurship, 
School of 
Management and 
Labour Studies 

+91 9819 462 418 samapti@tiss.edu 



Kanak Kataria Student 
Representative 

School of Human 
Ecology 

+91 9650 384 094 kanak.kats@gmail.
com 

Dr.Chetna Duggal Faculty 
Coordinator 

School of Human 
Ecology 

+91 9833059 886 chetnaduggal@gm
ail.com 

Karishma Pradhan Student 
Representative 

School of 
Development 
Studies 

+91 8826 809 
2680 

karishma7151@g
mail.com 

Dr. Sandhya Iyer Faculty 
Coordinator 

School of 
Development 
Studies 

+ 91 22 2552 5328 sandhya@tiss.edu 

Khagesh 
Singanjude 

Student 
Representative 

School of 
Education 

+91 8308 524 050 khagesh34@gmail.
com 

Dr. Sthabir Khora Faculty 
Coordinator 

School of 
Education 

+91 22 2552 5314 sthabir@tiss.edu 

Sagar Khardekar Student 
Representative 

Jamsetji Tata 
School of Disaster 
Studies 

+91 9701 004 173 sagark111091@g
mail.com 

Prof. Mahesh 
Kamble 

Faculty 
Coordinator 

Jamsetji Tata 
School of Disaster 
Studies 

+91 22 2552 5887 kamblemahesh@ti
ss.edu 

Shaonlee 
Patranabis 

Student 
Representative 

School of Habitat 
Studies 

+91 7503 234 990 cdfcrep.sohs@gma
il.com 

Dr. 
Chandrashekhar 
Joglekar 

Faculty 
Coordinator 

School of Habitat 
Studies 

+91 9850 654 183 chandrashekhar.jo
glekar@tiss.edu 

Souvik Sil Sarma Student 
Representative 

Centre for 
Globalisation and 
Labour, School of 
Management and 
Labour Studies 

+91 7003 617 780 silsarma.souvik@g
mail.com 

Dr. S.Palo Faculty 
Coordinator 

Centre for 
Globalisation and 
Labour, School of 
Management and 
Labour Studies 

+91 22 2552 5805 spalo@tiss.edu 

Dr. Asha Banu 
Soletti 

Dean, Student 
Affairs 

- +91 22 2552 5465 ashabanu@tiss.ed
u 

 


